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NYCHA’s Eligibility and Voucher Issuance
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• Once an application is complete, if an applicant is eligible for EHV 
assistance, NYCHA emails the applicant and caseworker an 
email with the voucher, rental PIN letter, link to an online EHV 
briefing video, a PDF of the EHV briefing deck and other 
information.

• The voucher and PIN Letter are also available online through the 
NYCHA Self-Service Portal.

• The PIN letter allows for the landlord to complete and submit the 
rental packet online through the Owner Extranet.

• The EHV voucher holder may also opt-out for a paper rental packet 
by calling NYCHA’s Customer Contact Center at (718) 707-7771.

• If the EHV voucher holder opts out for a paper rental packet, then the 
PIN Letter is no longer valid, and the paper rental packet must be used 
to complete the rental process.



Locating the Voucher and PIN Letter on the 
NYCHA Self-Service Portal
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Locating the Voucher and PIN Letter (1/3)
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• NYCHA EHV voucher holders should log into their NYCHA Self-
Service Portal Account and click on “Manage Your Account”



Locating the Voucher and PIN Letter (2/3)

New York Housing Authority 5

• Next, the NYCHA EHV voucher holder should click on “Lease Up 
Documents” (located on the lower left-hand side of the screen)



Locating the Voucher and PIN Letter (3/3)

New York Housing Authority 6

• The voucher and PIN Letter can be found on the list of documents under the section 
labeled “View/Print Documents”

• The NYCHA EHV voucher holder needs to click the “Next” button to scroll through the 
list of documents until the voucher and PIN Letter become visible on the screen.

• Click on “View Document” to view the voucher or PIN Letter and print out the document.



Approving the Online Rental Packet on the 
NYCHA Self-Service Portal
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Approving the Online Rental Packet (1/6)
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• NYCHA EHV voucher holders should log into their NYCHA Self-
Service Portal Account and click on “Manage Your Account”



Approving the Online Rental Packet (2/6)
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• Click the “Rental/Transfer Voucher Status” tab on the left side of 
the screen



Approving the Online Rental Packet (3/6)
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• Click the “Approve Rental”



Approving the Online Rental Packet (4/6)
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• This screen provides the details of the rental. 
• Check the Proposed Rent and Utilities – make sure this is consistent 

with what the voucher holder agreed to with the owner
• Scroll down to view the Request for Tenancy Approval form and the 

Disclosure of Information on Lead-Based Paint form



Approving the Online Rental Packet (5/6)
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• Click “View Document” for both the Request for Tenancy Approval form 
and the Disclosure of Information on Lead-Based Paint form and review 
the documents

• Click in the box under “I Confirm” (A check mark will populate)
• Print the name of the voucher holder under “Signed By”.  The first and 

last name must match what is on file with NYCHA
• The system will populate the “Signed Date” field.



Approving the Online Rental Packet (6/6)
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• Click “Approve”.  
• The system will then electronically sign both documents and submit 

the online rental packet to NYCHA.
• The online rental packet will not be submitted to NYCHA until the 

voucher holder approves it.



Key Reminders for a Successful Rental
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Respond to all requests for corrections or additional information in a 
timely manner

Make sure the owner has provided contact information so NYCHA 
can schedule the Housing Quality Standards inspection

 If possible, pre-inspect the unit and ask the owner any necessary 
repairs before the NYCHA inspector arrives

Once NYCHA emails the HAP contract to the owner, the owner must 
sign and return the HAP contract to NYCHA within 10 days
 The owner must also return a fully-executed lease (signed by the tenant and 

owner)

 The lease start and end dates must match the HAP contract (exceptions 
are made for current tenants leasing up in-place)

 The utility obligation in the lease must match the utility obligation in the 
HAP contract
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